# FORM HR-AM 1

REC . F.OR ‘l'tE.C.ORDS. RETENTION SCI-IL . SCHEDULE 466

(11-1.86) N NO. - p
Holl of Records To ve Submitted to the Records Management Division :
Commission Holl of Records Commission mfﬁ L

1. Requesting Agency
STATE HOADS CUMMISSION

2. Division or Bureau of Requesting Agency
Engineering Division,
Davelopmant EZngineering Section

3. Authorization Requested (Check only one of the squares below).

B
A Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals,
D additional accumulation Is ontici- cords for which there is a continuing Originals If not microfilmed would be
poted. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicoted.
to warrant retention. have value to worrant their retention after
the period of time indicated.
4. 5. Description of Records 6. Recommendation
tem Describe records accurately. Include title, form number, size of documents, of Hall of Records
N work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o. {cubic or linear feet). Show recommended retention period. Works.

1 ENTRANCE PERMIT FILE

uaatity: A5 fila dravers ' ‘
Shuet Lattar size ) 69 (:)
Dat 1’53000 é(g

Entrance ¢ard index (item 3) {lt# )

Audit: \ Pertodic State audit

File 18 composed of two divisions, one contalning all

» the othar cowpleted permits. Tha pending file com,nnT:-
Correspondende regarding lasuvance of perwits
Applications
Acceptances with\gonditions
Pexmit coplas
Permit Bondas (for llilo pro jects)

n

pending parmi

Plats and plana
The completed portio cludes, in sddition to the above papersi-

dotations of completion of the projects
(overing letters for raturn\pf dands
. Releases of Londs

In some instanceas the material

m the Routa File (item 2) is trang-
farred to the pending or the coupletdd Permit Files, Permits for pri.-
vate entrences are iesued through the Distrist Vffices, (since 1937),
axgept in speciel cases subject to reviel by tha Development kugineer.

RECOMMENDATIONS RETAIN PERMANENTLY; MICR AFTER PEIRMIT (S ISsSuRD,

AND DESTROY ORIGINAL FILIS. ALN MICRAOFILM PERNA-
NENTLY,

gont {nued)

7. Agency, Division or Bureau Representative

i Lo (il Bl Soge Ld __slosfcr

Date
Schedule Authorized as Indicated in ' Col. 6 by Hall of Disposg)- Authorized as Indicoted In Col. 6 by Board of
Records Commission. Public” Works.

DEC4 1968 Moy 8 RdJf| gecr 7198 /,;;,-&M?{m{cﬁé%/

Date Archivist Date .~ Secretary(”
) e
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5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
{tem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. tcubic or linear feet). Show recommended retention périod. Works.
2 ROUTE FILES
Size: Letter siza
Dates: 1997...
Quantity: 34 lagal-size f)le drawvers
File Arxvengesant) By dounty snd route nusber, then by nace of
applicant
Four Distriot Enginesr divisions (), &4, 3, and 7) have besn cene
tralised in tha Baltimors office, for tha purpose of Llseuing Gowmerx-
glal and industrial entrance perwita, Districts 1, 2, end @ eanum+
to Maue such perwiks ot the distriat leval but these may de reviewed
by the RMaltimore office. The files contaln gll or soms of the fol.
lowing papave:~
Corvespondenca to or from}
Local agencies
Applicants
State Roads Commissjon
Garmral public « Inguizies ragarding voad plans and status
Plate and Plans
Afrer parmits have besn issued, materis]l from the Route Files 1i»
sometines corndined with the Parmit File (Item 1). Material having
(eontirming legal or administyative walus to the opaxation of the
effice should be retsinad until such value ceames,
RECOMNERDATIONt RETAIN FOR FIVE YRARS, TUER DRBIROY,
3 BNTRANCE CARD INDEX

siges 3" x 5" cards

Datest 19%7,..

Quantity: 3 carxd trays

File Arw,t By county snd route number

The card gives tha route wumber, the permit number, name and addrdss

of parmittee, a briaf dascription of the project, and date of rveleasg,
whan made, :

RECOMMRRDATIONS RETAIN PERMANENTLY,

{continued)
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’ 5. Description of Records 6. Recommendoation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
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No. (cubic or linear feet). Show recommended retention périod. Works.

) PERMIT LOG

i Size: 8" x \I®

Dateas: 1937...

_ Quantity: 2 wols.

: File Arr.: Chronological

The Pexuit lLog for commercial and industriel eukrances requiring
permits in Engineering Distriets 3, &, 35, and 7 is sxranged by panl#
number, giving date of igsus, route rumber, typa of evtrance, amounmt
of the bond, the fee, date of clearance af the dond, and s brief de-
scription of the project. Enginesring Districts I, 2, snd 6 aleo
fasue commercial awd fndustrial entrande perwita, bdut theas ere pud-
Ject to review dy the Baltimore office.

All private sntxends parxwits ave issued by the District Enginsers
and tho records are retained in the looal offican. The recowsendsti
balow does rot apply to the private entrence persits.

RECOMMENDATIONT RETAIR PERMAMEKTLY.,

3 TRAPFIC LIGHY PERMITS

Size! Latter sine

Datas: 199,..

Quantityt 2 legal tile drawers; 1 3" x 8" card tray

¥File Arr.: By permit number

Indaxt Cerd file arcvanged by route wunsber and veaws of permittes

This fila is corponed of wmatarial relating to ths installation of

slectric traffic aignals, and qontains some or sli of the following
veacordn)~

\ Installation authorization notice te Distrist Engineer
i Pernit copy with routs nuwber, location, end desasription of

equipmant to be used.
| Cozxrespondsncs
i Plata ond Plans
|

In addition to the file, s cazd index is nmaintained on 5" x 8"
cards for each installation, and givda the routs number, nsre of pere
mittee, date of tesuance of perutt, and a bHriaf desaription of tha

location snd type of instellation, with the conditiens for operation
and maintenance,

RECOMMENDATIONS RETALN PERMANENTLY.

| 6  |TRAFFIC LICHT PERMIT L0G

Stze:! 8Yy* x 11v
Dates! 199940
Quantity’: 1 volume

The Traffic Light Log givas the parsit suwber, date of tesue of
permit, atd voute number whers light is losated.

RECOMMENDATIONT RETAIR PERMARENTLY,

{continued)
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5. Description of Records 6. Recommendation
4. Describe records accurately, Include title, form number, size of documents, of Holl of Records
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7 BONDIRG COMPANY FILE
Size: 3% x 8™ cards
Dates: 19%7...
Quantity: 1 card tysy
File Arre.t By nams of company
This card file is 8 record of parformance bonds issusd fov commar
cial and trdustrial entrance perwits, sud gives nsme of perwities,
permit numbey, date of issue, route ousber, snd locetion of entrance.
RECOMMENDATION: RETAIN UNTIL SUPERSEDED, OR POR THRER YEARS, WHICHRUER
1S LATER, THEN DESTROY,
8 BLANKET 8ORD FILE
Si{zet Letter asixe
Dates? 193700-
Guantityt
Yile Arr,: By name of bonding company
This file is composed of bonds for multiple ¢ommercial and (ndus-
trial entrancas, with corrsspendence selating to the bonds. Bonds
for single projects sre filed in tha panding cnd completed Perwit
rile (ttem 1). )
RECOMMENDATION: RETAIN BKTIL SUPERSEDED OR FOR THRER YEARS, WAICHEVE
' 18 LATER, THEN DRSTROY,
] BOND RELEASE INDEX
Sige: 3" x 3™ caxda
Daten: 19%7,.,.
wuantity: 1 card tray
File Arvengesent: By countly and parmit number
The relesse index gives nams of bonding company, permit and route
munber, amount of the bdbond, date of issue, and date of releasa,
RECOMMENDATION: RETAIR PERMANENTLY, ‘
10 [ROAD MAP ARD PLAM FILE
suantity: 19 map bins, 10 transfilen, 2I map drawers, & caxtons,
1 cexd tray
File Arr.t B8y caunty, routa number, and prvejeat
Indaxi ¥ xn 3" cavd inden
This file is composad of maps, plats, end fvsd plans for Federsl
snd State road projecta., A card index to these waps gives location
¥ file number for esch map, route and contract nusder, names of pare
ties to the contraat, and a description of the typs or class of map,
RECOMMERDATLONT A. RETALIR HAFS UNTIL SUPERSEDED QR FOR THREEZ YEARS,
WHICHEVER IS LATER, THEN DESTROY,
B. RETAIN CARD UNDEX PRRMANRNYLY,
{continued)
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11 {GENBRAL FILE
Size: Latter stee
Dates: 19%7,..
Tuantityt 2 file dravers
File Arr.t By subject
The Censral File includes czaterial on the following sudjects:-
Accams for Areas in Vicinity of Interchange
Active Requisitions Leavs Requests
3tlls Load Limita
Mtusinous Curb Specifications Mileaga Keports
Bordering Information aad Samples Minutes, State Eoads Coma.
Book of Standards 0ld Loge
Basiness Machines Parking Patterns
Car Accident Reports Payrell
Channalization Parsonnsl
Civil Defense kensuing of Streets
Dept. of Budget 5 Frocuremsnt Residential Entrances
D-v.lopn‘nt,g“aan‘rlng Proceduras Rosd Exchanges
Ditcctlvn.,(by‘ooutcc) Supplies
Enerence caennnll:-tlonp- Tabulation of Bida
Court nnclnlouc : Trafitic Conditions
Equipmeat Traffic Maps
Foras - Typical Entrance Shetcheas
Ceometric Denun Standerds aning
Intexstate Hewon
Matarial in this file having continuing legal or administrative
value to the operation of the office showld be retained until such
value cesses. -
RECOMMENDATIONT RETAIN FOR THRER YEAKS, THEM DEBTHOY.
12 GENLERAL CORRESPOHDEINE « PXINK COPIES

Size: Lletter sise
Dates: 1937,..
Quantityr & fille drawers

File Arr.t Chronologicel by year, then alpha. by name of sddresses

The pink qupies of corrvespondance ars filed saparately, the first
copies being filad In the Permit Files. The pink copies are conaide
nonrecord within the mesning of the statute governiag nonyecord mate-
rial (Ananotated Code of Merylend, 1937 Rditiou as amended, irt. &1,
Sac, 179) and tmay be destroyed as 300n as they cease ta have legalors
administrative value to the opsrstion of tha office.
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